
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 

FOR AGENCY USE 
Application Date 

Application Number 

1. Agency Address FOR RECORDSMANAGDIIENT USE 
Department of Education Application Number 

Division of Special Programs e24q Office of Instructional Services 
Date Completed Date Received 

I Tfi 2 7 1982 
Program for Exceptional Children ?.~ 

Evaluation and Assessment Unit J A N  i 4isa7 

Larry Callaway Coordinator 656-6319 
3. Action Renuested 

4. Dates of Series 
Earliest Latest 

5. Remrdr Series Tit le (followed by title used in off@: if different) 

-. .- _ _  I Present 1 On-Site Evaluation Questionnaires 
__. 

m i c e  Function What i s  the function of the Division and the Office in which this reMxd.series is created? 

The Evaluation and Assessment Unit is responsible for planning and implementing a state- 
wide evaluation of public agencys' programs for exceptional children. The Unit conducts 
on-site visits in order to verify that state and local agencies' speeial education program 
are in compliance with state and/or federal law, rules and regulations; identify areas in 
which technical assistance is needed in order to help define solutions to problems that 
interfere with special education program effectiveness; and to identify and disseminate 
data that can be used for local, regional and statewide planning for Georgi's exceptional 
children, The Unit also prepares individual evaluation reports of an agency's special 
education program, and compiles data from LEA and State School and Institution reports 
into annual summary reports. 

7. Record Series Description 

Documents relating to: 

This file mntainr the following documents linclude form numbers and titles, if any): 
Attach samples of the file. 

conducting on-site evaluation of special education programs in state 
schools and institutions 
I ,  Special Education Administrator/Coordinator Questionnaires" (DE1160) 
"Hearing Procedure Questionnaire" (DEil61) 
Psychologist/Psychometrist Questinnaire (DEl163) 
Due Process Checklist for P.L. 94-142 
Parents Questionnaire (DE1159) 
Classroom Teacher Questionnaire 
Teacher of the Gifted Questionnaire (DE1162) 
Principals Questionnaire (DE1080) 
Special Education Teacher Questionnaire (DEl079) 

lnduded are: 

. File.is arranged: . ,  
chronologi&lly'.by I fiscal y&ar; thereunder by school system. 

8. Monthly Reference Rate 

One to six mpnths old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 
9. Annual Rate of Accumulation of Remrds 

I Lettersize drawers ; L&l-;ize drawers ;Shelves ;Other lrwcirvl 20 CU ft 



YES 

X 

X 

- - _  ___ 
NO 10. Questionnaire (Place an "X" in the proper column) - 

a. Is this the official mpy of the series? ,- 
If not. where i s  i t 7  

x b. Does the series contain confidential information requiring security handling? If yes. sire law or regulation. 

c. I s  this a vital record? 
d. Does th is  series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep td entire file for a long period, could these 

documents be scheduled semratelv? 
f. Is the information contained in this series ever Dublished? If  yes. attach CODV. 

9. Is the information contained in this series ever analyzed andlor recorded in a summarized report? 
If yes, attach m v .  

h. I s  there a duplication of this w i e s  in your office, or in another office or agency? 
If  yes. where? 

i. I s  t h i s  series lor a miu ormrb .on of id r e g u k k m m  ' ofilmed? 
_L QQeStheu2€0 rd serks r& i n a m u t  er or into"t? 
ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period y j rs .  
b. Statute of limitation years. e. Administrative need 1 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Any problem arising from monitoring report should be resolved within 1 year. - 

12. Approved Disjmsition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; FJ FircalYear; 0 Other then, 

Hold in the current files area mon th (5) year(s.1; then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
El Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other lSpecifyJ 

yeark); then 
year(s); then 

These instructions apply to a l l  prior and future accumulations of the series, 

- 
Agency HeadlDesignee lsignaiurel I Date . I Records Management Offioer lSigmtum) I Date 

9 I ,/7/831 zd& f &--.qAI i-ia-Y# 
~ 

Date 
y ad 2 ? m 4  &* 

Y ' .  A State Records Committee 
Recommendations in para- 
g a p h  12 are approved. 
(If disapproved, attach letter 
of explanation.) 

I Attorney GeneraVDesiinee 
AR-5S71:  Rm. 7 6  


